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User Access and Management (School Corporation)

Navigate your web browser to https:/dc.doe.state.in.us/dpsweb/public/login.aspx

vindiana

Department of Education, Division of Professional Standards

Login:
Password:
Forgot your Usemame?
Reset Pazsword
Register

Enter the Username and Password that you have been assigned.

Click the LOGIN button (' :,-), or simply press ENTER on your keyboard to take you to
your Home page.

o

Eric Foreman

eforeman@warsaw.k12.in.us

vindiana

Department of Education, Division of Professional Standards

=
Warsaw, Il
{555) 5!

171472008
Corporation
¥ Home
i Substitute Permit
& IMAP

3, DOE License Search
2] Change Contact Info
() change Password

i } Logout

Note the seven navigation links at the left side of the Home page.

Corporation
i Home
_L| Substitute Parmit
iy, TMAP

:_'; DOE License Search
,J Change Contact Info
[ change Password

Logout

IMAP: This is the navigation link you will use for IMAP enrollment.

SUBSTITUTE PERMIT: This is the navigation link used by school corporations to initiate
substitute permit applications. Those instructions are outlined in a separate user manual.
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Il. Changing Contact Information

A. A School Corporation’s contact information may be changed whenever it is

necessary. Click on the navigation bar CHANGE CONTACT INFO to move to the
Edit Contact Information page.

@indiana

Department of Education, Division of Professional Standards

A o
rric Foreman g
VWarsaw, Il
doreman@warsaw.k12.in.us {555} 5!
L/14/2008 Edit Contact Information
Corporation Plzaz= maks changes to the following information and click the "Submit” buttan, Click "Clear” to resst your changes,
[} Home Eric Foreman [3335-33-35003)
] substitute Permit = e
4, IMAP

3, DOE License Search
‘i Change Contact Info
':.l Change Password

|} Logout

Middle Nama:

Last Mame: [Forzman

Birth Date 1/1/1800 ._
Address Line 1: [123 Main
Address Line 2

city [warsaw
Stat= ™|

Zip Code: ,?
Shone Mumber: 5555555555

Email Address: |sforeman@warsaw.k1Z.in.us

Corp:
School:

B. Change any information that is necessary, and then click the SUBMIT button to save the
information.

. Changing Your Password

A. A password may be changed at any time. Click on the navigation bar CHANGE
PASSWORD.

5 = »
§ & | @ DOE Division of Professional Standards - Online Licens. . | - 8B s v |k Page v {CF Tools -
@l di.
P s Department of Education, Division of Professional Standards
iric Foreman =
Warsawr, Il

doreman@warsaw.k12.in.us {555} 5!
L/1472008 Change Your Password
Corporation Current Password:

fa) Home Mew Password:

@ Substitute Permit

= Confirm New Password:

4, IMAP

4] Change Contact Infa
() Change Password

() Logout
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B. Enter the current password in the Current Password field. Type your new password
of one or more characters in the New Password field and in the Confirm New
Password field. Click on the CHANGE PASSWORD bar to save the new password.

IV.  Enrolling a Beginning Educator in IMAP

A To begin the IMAP enrollment process, click on the icon/navigation link IMAP.
The following screen will be displayed showing Step 1 of the process:

@iIndiana
P _" Department of Education, Division of Professional Standards
Eric Foreman 123 MAIN

Warsaw, IN 5555!
eforeman@warsaw.k12.in.us {555) 555-555¢
12/5/2007 IMAP Enrollment Form
Corporation rEon Step 1: IMAP Enrollment
& Home Be“_“‘_ "'E"d '“;“‘ If the information displayed below is incorrect, please contact the Division of Professional Standards.
] Substitute Permit Mei'tnn";i :tc or Superintendent: Robert Hawarth
o, IMAP CE f_°r Hestar Corperation: Warsaw Community Schools (4415)
= o School: Warsaw Gommunity HS (3647)
'S, DOE License Search School Address: 1 TigerLn
# Change Contact Info Warsaw, IM 45580
@ Change Password School Year: 2007-2008
() Logout s ek  Full-time
© Part-time
Start Date: I EE

B. Step 1. Verify Corporation Information - Verify that the information displayed for your
school corporation is correct, then click NEXT.

@iIndiana
P Department of Education, Division of Professional Standards
Eric Foreman Warsaw, 1Ir2135I;|5A.’:':
eforeman@warsaw.k12.in.us (555)%55-555;
12/5/2007 IMAP Enrollment Form
Corporation = Step 1: IMAP Enrollment
& Home e If the Information dizplayed below is Incorrect, please contact the Diulsion of Professional Standards.
] substitute Permit S BB Superintendent: Robart Hawarth
A MAR Mam?r Sibizler Corporation: Warsaw Community Schools (4415)
= Confim School: Warsaw Community HS (3647)
'S, DOE License Search School Address: 1 Tiger Ln
{ Change Contact Info Warsaw, IM 46580
O Change Password School Year: Z2007-2008
{_} Logout Emploged: & Full-time
" par-time
Start Date: |9.1'3.|’200? :ﬁ
C. For EMPLOYED, identify the employment status of the beginning educator by
clicking next to FULL-TIME or PART-TIME.
D. Next to START DATE enter the IMAP start date for the beginning educator. You can

enter the date or choose the date from the calendar control. Click NEXT.
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E. Step 2: Select the Beginning Educator

Enter search criteria for the beginning educator you are enrolling in the fields
provided. You may search on some or all of the search criteria. In the example below,
the beginning educator is being located by using first and last name.

Indiana

P Department of Education, Division of Professional Standards
= 123 MAIN
Eric Foreman Warsaw, IN 55555
eforeman@warsaw.k12.in.us {555) 555-5555
12/5/2007 IMAP Enrollment Form
Corporation = Step 2: Select the Beginning Educator
{,.‘j Home Beqin Enrolimert

To raturn to previous stepe inthe application process, use the Previous button at the bottom

a Substitute Permit Beginning Educator
% MAP Mentor Educator Please enter in as much known information as possible about the Beginning Educator to be mentored, At
th T leastone of the zearch fields must be populated:

'S, DOE License Search First Mame Last Mame Social Security Mumber

a Change Contact Info |Rache| |Greene I

[ Change Password

{}Legout I Search for Beginning Educstor

If you can notfind the licensed educator you are searching for, the highest likelihood is that the
educator has not yet created 3 user account on this system, Please contact the individual and verify
fthat they have created a user account, and that they have ascociated that user account with the
appropriate school corporation. Only those peaple having a user account that iz associated with your
school corparation can potentially appearin your search results,

Previous

F. Click SEARCH FOR BEGINNING EDUCATOR.

Indiana

P Department of Education, Division of Professional Standards
T 123 MAIN
Eric Foreman Warsaw, IN 55555
eforeman@warsaw.k12.inus {555} 555-5555
12/5/2007 IMAP Enrollment Form
Corporation

Step 2: Select the Beginning Educator
—
[} Home Eeglh El?rollmarrt To return to previous steps in the application process, use the Previous button at the bottom
a Substitute Permit Beginning Educator

Mentor Educator

— Pleaze anter in as much known information as possible about the Beginning Educatar to be mentored. At
&

Canfirm least ane of the search fields must be populated:

'S, DOE License Search First Mame Last Mame Social Security Number
a Change Contact Info IRachel IGreene I

[ change Password

{_}Logout I Search for Beginning Educatar

Name Corp School

4d Rachel Greene 4415 Warsaw Community Schools 3677 Washington Elementary Scheol

If you can notfind the licensed educator you are searching for, the highe st likelihood is that the
educator has not yet created a user account on this system, Please contact the individual and verify
fthat they have created a user account, and that they have associated that user account with the
appropriate school corparation. Only thase people having a user accountthat iz associated with your
school corperation can potentially appearin your search results,

Previous

G. After clicking the SEARCH FOR BEGINNING EDUCATOR button, information will
populate for individuals fulfilling the search criteria. In this example, Rachel Greene is
the only one for whom information is available. If this is the correct beginning
educator, click on the PERSON ICON to the left of the name to highlight the
information and to bring up the beginning educator’s license information.
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@indiana

Department of Education, Division of Professional Standards

Eric Foreman 123 MAN
Warsaw, IN 55555
eforemang@warsaw.k12.in.us (555) 555-5555
12/5/2007 IMAP Enrollment Form
Corporation = Step 2: Select the Beginning Educator
Eﬁ“"'“'! Begin Enrollment = = - -
o To return to previous steps in the application process, use the Previous button at the bottom
a Substitute Parmit Beginning Educator
5 terntor Educator Please enter in as much known information as possible about the Beginning Educator to be mentored, At
4, IMAP least ane ofthe search fields must be populated:
Confirm
S, DDE License Search First Name Last Name Social Security Mumber
] Change Contact Info [Racha Greene I

[ Change Password

{_)} Logout I

Search for Beginning Educator |

Name Corp School

If you can not find the licensed aducator you are searching for, the highest likelihood is that the
leducator has not yet created a user account on this system. Please contact the individual and verify
fthat they have created a user account, and that they have associated that user account with the
lappropriate school corparation. Only those people having a user accountthatis azzociated with your
lschool corporation can potentially appear in your search results,

License No.  Basis School Setting Strand
=1 0972260 Rules 2002 Middle School / Junior High  Life Science
=] 0972260 Rules 2002 High School Mathematics

=1 0972260 Rules 2002 Middle Schoel / Junior High  Mathematics

=] 0372260 Rules 2002 High Schoal Life Science

Previous

H. Click on the ICON to the left of the licensure information that coincides with the
appropriate teaching assignment for which the IMAP is being completed. Only one
row of licensing information can be selected. A new page will appear automatically
once you've selected the icon.

V. Selecting the Mentor (NOTE: this is a continuation of a single online process
and cannot be completed separately from enrolling a beginning educator).

} Step 3: Select the Mentor — Identify the mentor by entering search criteria into some or all

of the fields provided. In the example below, the search is being completed by entering the
school corporation number.

yindiana

ER Department of Education, Division of Professional Standards
B 123 MAIN
Eric Foreman Warsaw, IN 55555
{555) 555-5555

eforemangwarsaw.k12.im.us

12/5/2007 IMAP Enrollment Form
Corporation Step 3: Select the Mentor
P 1 Begin Enroliment
[of Home E— To return to previous steps in the application process, use the Previous button at the bottem
i substitute Permit i i
E Mentor Educator Please enter in as much known information as possible aboutthe mentor. Atleast one of the search
i IMAP Canhem fields must be populated:
'}, DOE License Search First Name Last Mame Social Security Mumber
4] Change Contact Info I I T
[ Change Password
./ Logeut Corp 1D Schoaol ID
[4415 |

[t

If you can not find the mentor you are searching for, the highest likelihoad is thatthe mentor has not yer
lcreated a user account on this system, Please contact the individual and werify that they have created a
luser account, and that they have associated that user account with the appropriate school corporation.

Fravon
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J. From the names that appear based on the search criteria provided, select the mentor by clicking
on the PERSON ICON to the left of the name.

&P Department of Education, Division of Professional Standards
Eric Foreman 123 MAIN

Warsaw, IN 55555

eforeman@warsaw.k12.in.us {555) 555-5555
12/5/2007 IMAP Enrollment Form
Corporation = Step 3: Select the Mentor

% 1 Beain Enroliment

oy Home To return to previous steps in the application process, use the Previous button at the bottom

a Substitute Permit L e

a Mentor Educator Pleage anterin az much known infarmation as possible aboutthe mentor, At least ane of the search

i IMAP Conttm fields must be populated:
‘S, DOE License Search First Mame Last Mame Social Sacurity Mumber

{2 Change Contact Info T T
() Change Passuord
\/ Logout Corp ID School 1D

[4415 |

Search for Mentor

Name
&

A Liv  Tyler 4415 Warsaw Community Schools 3647 Warsaw Community HE

Corp

If you can notfind the mentor you are searching for, the highest likelihood is that the mentor has not yet
created a user accounton this system, Please contact the individual and verify that they have created a
uzer account, and that they have associated that user account with the appropriate schaol corparation,

Frevious

K. Step 4: Confirm your Request. Once you click on the icon, the system will
automatically select “next” and display a new page allowing you to confirm your
mentor selection.

Jindiana

Department of Education, Division of Professional Standards

5 -~
i 123 MAIN
Eric Foreman Warsaw, IN 55555
eforeman@warsaw.k12.inus (555) 555-5555
12/5/2007 IMAP Enrollment Form
Corporation = Step 4: Confirm your Request
[t Home Eleg!n Erenlinent Instructions:
7 substitute Permit Beginning Educator 1. Please review your enrollment farm carefully.
Mertor Educator 2, To return to previous steps in the application process, use the links in the menu to the

4 1MAP = i
Confirm 5 = > = 5 e
3 When you have reviewed this entire page and are sure that the information is accurate,

G, DOE License Search submit the farm by clicking the 'Finish’ butten,
] Change Contact Info

| Change Password Superintendent: Robert Hawarth
() Logout Corporation: Warsaw Community Schools (4415)
L School: Warsaw Community HS (3647)
School Address: 1 TigerLn
Warsaw, [N 46580
School Year: 2007-2008
Program Type: Rules 2002
Employed: Full-time
Start Date: 9/2/2007
Beginning Educator:  Rachel Greane (399-99-3538)
Mentor: Elaine Bennis (399-95-3548)

By clicking the 'Finish' button below I certify that the information contained in this
mentoring enrollment form is true and accurate to the best of my knowledge and belief,

[ revious |[Finizh

L. Review the information provided for the selected mentor. If there is an “error,” use
the “previous” button in order to return to the prior page and make changes. If
everything is correct, click FINISH to submit the enrollment form to the Office of
Educator Licensing and Development. Note: If you wish to print this page for your
records, you may do so by using the print feature in your web browser PRIOR to
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clicking FINISH. Once you click FINISH, you will not have access to the enrollment
form.

You have now completed the school corporation portion of the IMAP enroliment process. The
system will generate automatic e-mail messages to the beginning educator and the selected
mentor. The beginning educator and the mentor will need to login to their individual user
accounts (see: User Access and Management — Beginning Educator and Mentor). School
corporations will receive a January Report from the Office of Educator Licensing and
Development (OELD) confirming all of their online enroliments and mentor assignments.
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User Access and Management (Beginning Educator and Mentor)

NOTE: Beginning Educators and Mentors will be able to accept or decline an assignment
ONLY after the school corporation has completed the IMAP enrollment form AND they have

set up their own individual user accounts for TOLS.

l. Creating User Account and Login — If you have created a TOLS user account
before, you DO NOT need to create a new account ; however, you will need to be sure you

have indicated a SCHOOL CORPORATION in your profile, and that the SCHOOL
CORPORATION is the same one for which you are either a beginning educator being
enrolled in IMAP or for which you are serving as a mentor. Instructions for accepting or

declining an IMAP assignment begin in section IV.

Navigate your web browser to https://dc.doe.state.in.us/dpsweb/public/login.aspx

=

W G @& DPS Teacher Online Licensing - Login e v sk Page » {0F Tools -

vindiana

Department of Education, Division of Professional Standards

Login:

Fassword:

A. Click REGISTER.

10
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Create User

vindiana

Department of Education, Division of Professional Standards

Sign Up for Your New Account

FirstMame: [George
Middle Name: [
Last Name: [wszhington

User Name: | gwazhingto

E-mail: |g=crge@whitehouse.c
Address 1: fzzhington Monument
Address 2:|
City: [washingtan
State: DC v
Zip Code: [ooooo
Phone Number: |5555555555
Date of Birth: |0z/22/1732
SSN: [555-95-5992
Corp: | Szlzct Ons “
School:
You are creating a user with the appropriate security settings for an Educatar

If you work for a Corporation, or as a Licensing Ad and need to be granted
alUser Mame for this site, please contact the Division of Professional Standards

~.. . o

B. Complete all of the required fields paying special attention to your User Name which
must be between 4-10 characters long (You will need to remember this every time
you login to TOLS) AND your valid e-mail address. Your e-mail address MUST be
valid as your first login password will be sent to you via e-mail.

Additionally, be sure to check that your SSN has been entered correctly. For this
example, George Washington is creating a TOLS User Account for the first time.
Notice the field “School Corporation.” You will need to select the school corporation
where you are being enrolled in IMAP or where you are serving as a mentor. Once
you have provided all necessary information, click CREATE USER.

11
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CNE Department of Education, Division of Professional Standards

Create Uusér

Sign Up for Your Hew Account

First Hame: |Gzorgs
Middle Name:

Windows Internet Explorer

\_?/ ‘ou will receive an email with your new Username and Passward. Click 'OK' ba continue.

State: | oC v
Zip Code: |ooooo
Phone Number: |5555555555

Date of Birth: | 02/22/1732

$8N:| 995999992
Corp: | Select One v
School;

You are creating a user with the appropriate security settings for an Educator.
If you work for a Corperation, or as a Licensin or, and need to be granted
a User Mame for this site, please contactthe Division of Professional Standards.

Click OK to continue. Your password will be sent to you via e-mail within a few minutes. If you do not
receive it, be sure to check your “SPAM” or “JUNK MAIL" folder.

C. Once you receive your password, return to the login screen. It is recommended that
you use the copy/paste feature in order to transfer your password to prevent typos
when logging in for the first time. You will then need to change your password to
something easier for you to remember.

D. At the Login Screen, provide your user ID and the password assigned to you, then
click LOGIN or press enter to be routed to your Home Page.
Il. Changing Your Password

A. You may change your password at any time. From your Home Page, select
CHANGE PASSWORD from the navigation links on the left.

1472008 Change Your Password
srporation Current Passward:
=
[} Home Mew Password:
a Substitute Permit
Confirm Mew Password:
iy, MAP

1 Change Contact Info
) Change Password
J} Logout

B. If this is the first time you have logged in, you will need to once again Copy/Paste the
password assigned via e-mail in the CURRENT PASSWORD field. Type a NEW
PASSWORD, type it again in the CONFIRM NEW PASSWORD field and click

CHANGE PASSWORD.

12
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lll.  Changing Contact Information

A. You may change your contact information at any time. Select the navigation link on
the left for CHANGE CONTACT INFO.

)Indiana

Department of Education, Division of Professional Standards

Y

Abe Lincoln ABENLEHSE?‘;:L r';!g
thanks@doe.in.gov (555} 5!
1/16/2008 Edit Contact Information
Educator Pleas= make changes to the following information and click the "Submit” butten. Click "Clear” to resst your changes.
7} Home Abe Lincoln (555-35-0001)
) Application ST e

'S, DOE License Search Middle Name: |
18 Change ContactInfo  Last Nama [Gnesln

(D) Change Password Birth Dats |2/12/1820

\_} Logout Address Line 1: [Abe Lincoln Monument
Address tinez: |
City Washington

Stats o= |
Zip Code ooooo
Phone Number: |S555555555

Email Addrass

e 3
Submit || Clear
B. Change any information that is necessary, then click SUBMIT to save the
information.

IV.  Accepting or Declining IMAP Enrollment — Beginning Educator

Once the school corporation has enrolled you in IMAP, you will receive an automatic e-mail
message. You will then need to login to your TOLS user account to accept or decline the
enrollment.

Navigate your web browser to https://dc.doe.state.in.us/dpsweb/public/login.aspx

A. When you login to your individual user account, you will see information waiting for
your approval under “Mentoring Programs to Review (Beginning Educator). You will
see the IMAP enrollment period, the nhame of your assigned mentor, and the name of
the school corporation contact.

13
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DiIndiana

0 Department of Education, Di |
Rachel Greene 123 MAIN ST.

Warsaw, IN 46580
rgreene@hotmail_yahoo.com {555) 555-5555
12/5/2007 Licenses Currently Active
Educator License #  Basis Credential Type Credential Category Issue Dt Espiration Dt
il Home 0972260  Rules 2002 fi't”:f‘zi”“‘ Bducator 1 tuctional 12/03/2007  12/03/2003
] Application

Gl DOE License Search

Mentoring Programs to Review (Beginning Educator)
2] Change Contact Info

If you do not accept this mentoring assignment, please discuss the situation with the Contact individual identified,
() change Password Start Dt End Dt Mentor Name ContactName
{_} Logout

Qéj 09/03/2007 09/03/2009 Elaine Bennis Eric Foreman

Applications in Processing 4

If an application was recently listed in this section, but no longer appears, then processing of that application is complets,
This means that your license or permit has been printed and mailed.

B. Click on ('@) to the left of the start date of the enrollment to receive a pop-up screen
that will ask you to accept or decline the enrollment. NOTE: If you are declining the

enrollment, you must contact the individual listed in the “ Contact Name”
section.

Approve Mentor

By clicking the "I Accept” button, you are agreeing to be mentored by the identified individual
and agree to complete all associate work within the identified time period

] ii | b3

& Internet 00w <

C. By selecting CANCEL, you will be returned to the previous page. You must contact
the school corporation in order to decline the enroliment.

D. By selecting ACCEPT, your enrollment in IMAP is completed. You will be returned to
your home page and can select LOGOUT.

14
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@ Indiana

Department of Education, Division of Professional Standards

[Indiana Professional Standards Bo

A =
Rachel Greene =
Warsaw,
rgreene@hotmail_yahoo.com (555) £
47272008 Licenses Currently Active
Educator License # Basis Credential Type Credential Category Issue Dt Expiration Dt
{7t Home 0972260 Rulss 2002 Elr:ff":i”"a'k”“m' Instructionzl 12/03/2007 12/03/2009
] Application -

S TOF Do oans Applications in Processing &
‘tal Change Contact Info If an spplication was recently listed in this section, but no longsr sppears, then processing of that spplication is complete.
F L e This means that your license or permit has been printed 2nd mailed,

) Logout

V.  Accepting or Declining a Mentor Assignment

Once the school corporation has assigned you to a beginning educator, you will receive an

automatic e-mail message. You will then need to login to your TOLS user account to accept
or decline the assignment.

Navigate your web browser to https://dc.doe.state.in.us/dpsweb/public/login.aspx

A. When you login to your individual user account, you will see information waiting for
your approval under “Mentoring Programs to Review (Mentor). You will see the IMAP
enrollment period, the name of the beginning educator to whom you've been
assigned, and the name of the school corporation contact.

vindiana

P Department of Education, Division of Professional Standards
Elaine Bennis 123 MAIN ST.

Warsaw, IN 46580
ebennis@warsaw.K12.in.us (555) 555-5555
127572007 Licenses Currently Active
Educator License # Basis Credential Type Credential Category Tssue Dt Enpiration Dt
£y Home 0972259  Rules 2002 Profecional Educator 1 tructional 12/03/2007  12/03/2009
& Applicati

G, DOE License Search

Mentoring Programs to Review {Mentor)
] Change Contact Info

If you do not accept this mentoring assignment, please discuss the situation with the Contactindividual identified,
() Change Passurord Start Dt End Dt Educator Name Contact Name
{_} Logout

1 09/03/2007 09/03/2009 Rachel Greens Eric Foreman

Applications in Processing %

If an application was recently listed in this section, but no longer appears, then processing of that application is completa,
This means that your license or permit has been printed and mailed.

B. Click on (f_"l) to the left of the start date of the enroliment to receive a pop-up screen
that will ask you to accept or decline the assignment. NOTE: If you are declining
the assignment, you must contact the individual listed under “Contact Name.”

15
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|~

Approve Beginning Educator

By clicking the " Accept” button, you are agreeing to mentor the identified individual,
and agree to complete all associate work within the identified time period.

the school corporation in order to decline the mentor assignment.

returned to your home page and can select LOGOUT.

W | & DOE Division of Professional Standards - Onling Licens.., |

0 Internet

H100%

By selecting CANCEL, you will be returned to the previous page. You must contact

By selecting ACCEPT, you acknowledge your mentor assignment. You will be

T |7z Page - i0F Tools -

Elainé Béﬁnis

@lndlana

Department of Education, Divit

Q) DOE License Search
] change Contact Info

\/ Logout

Applications in Processing %

If zn application was recently list=d in this s=ction, but ne longer app=ars, then processing of that applicatien is complsts,
(D Change Password This means that your license or permit has been printed and mailed.

1231
Warsaw, |
ebennis@warsaw.k12.in.us {555) 5
27272008 Licenses Currently Active
Educator License #  Basis Credential Type Credential Category Issue Dt Expiration Dt
) Home 0572255 Rulss 2002 Ei’:ﬁzi”"a' BUSEtOr o trucrionsl 12/03/2007 12/03/2003
& Application

16



